
 

Job Aid: 
How to Create a PACE Account, Login, and Register for Training:  

Guidance for Non-Executive Agency Personnel 
 

This Job Aid shows how to: 
 Create a PACE account (for Vendors, Municipalities, and other Non-Executive Agency personnel) 

 Login to PACE 

 Find OSD Training Courses 

 Register for OSD Training Course 

 Cancel OSD Training Course 

Of Special Note:  
This PACE (Performance and Career Enhancement) system is a Web-based LMS (Learning Management System) that 
provides course registration and tracking, eLearning opportunities, library resources, and more.  

Screenshot Directions 

 

Enter this URL in your browser 
(www.pace.state.ma.us/osdnonhrcms/default.asp), or 
follow Steps 1-3. 

1. Launch the PACE website by entering the 
URL www.mass.gov/pace into your internet 
browser’s address box. 

2. Click PACE Login. 

3. Scroll down to the bottom of the listed 
organizations and click the Municipality/Non-
State Government link which falls under 
Operational Services Division. 

 

 

 
CURRENT PACE ACCOUNT HOLDERS 
Enter your Login ID and Password and click on 
the Submit button. Proceed to Step 24 to locate a 
training course. 
 
TO CREATE AN ACCOUNT  

4. Click the Register link. 
 

http://www.pace.state.ma.us/osdnonhrcms/default.asp
http://www.mass.gov/pace
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Create a Login ID and Password 
 
Establish a Login ID and Password to use each 
time you access the site. The Login ID and 
Password should consist of at least four letters 
and/or numbers and the password is case-
sensitive 

5. Enter a Login ID and Password, then confirm 
your password. This will be a temporary 
password that you must change when first you 
login to PACE. 

6. Click the Submit button. 
 

 

Select an Organization 

7. In the Root Organization field, select 
Commonwealth of Massachusetts, then 
click the Expand button next to it. 

8. In the Sub Organization field, select 
Municipal/Non-State Government. This 
category is used for all Non-State Government 
registrants, including vendors. Click the 
Expand button next to it. 

9. In the Sub Organization field, select 
Operational Services Division, then click the 
Select button next to it. 

  

Fill out the User Profile form 

Fields marked with an asterisk (*) must be 
completed in order to finish registration.  Please 
complete additional fields as noted below. 
 
10. Include a phone number. 

11. Include the city for your business address.  

12. In the Manager’s Email field, enter 
osdtraining@state.ma.us. 

13. For Vendors Only: Scroll down to the 
Qualifications text box.  Enter a brief 
description of your business. 

14. Click the Submit button when complete. 
 
*Note: If you require Reasonable 
Accommodations in order to participate in training, 
please describe in the Reasonable 
Accommodations field. 
 

mailto:osdtraining@state.ma.us
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 New User Registration is complete! 
 
15. Select Next to proceed to the PACE login 

screen.  
16. Type in the Login ID and Password that you 

created in Step 5. 
17. Click the Submit button. 

 

 
Change your password  
Your new permanent password is case sensitive 
and should consist of at least four letters and/or 
numbers. 
 
18. Enter a Password and confirm your Password 

in the applicable fields. 

19. Click the Submit button when complete. 

 

  

20. Confirm the email addresses you have 
entered are correct.  Remember, the 
Manager’s Email Address should be 
osdtraining@state.ma.us 

21. Click the Submit button. 

22. The next screen gives you the opportunity to 
update your profile. Make changes and click 
Submit if necessary. Otherwise, click Cancel.   

23. Click the yellow Home tab. Subsequent logins 
bring you to the home page. 

mailto:osdtraining@state.ma.us
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Find a Course 
 
24. Select Student Learning Center from the 

PACE Home Page. 

  

The Student Learning Center displays. 
 
25. Select the Course Catalog. 

 

Course Catalog Search Tool. 

26. In the Topic field, leave the default: All. 

27. Type in keyword(s). 

a. For Vendors Only: Enter OSD  - 
Vendor Course  

b. For Public Purchasers: Enter OSD 

28. Click the Search button. 
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Search results display in the lower left panel. 
 
29. Find a course that interests you and click the 

Info Icon  to view details. 

 

Course details display in the lower right panel. 

30. Scroll down to the Section that best fits your 
needs. 

31. Click the Enroll link in the column titled Your 
Options. 

 
You are now enrolled in the OSD Training class! 
 
 
 

 
 

 

Check status or cancel course registration 

32. Select Personal KC from the blue navigation 
panel on the left. 

33. Courses for which you have registered are 
listed, including dates, times, and locations, as 
well as registration status. 

34. Should you need to cancel your registration, 
click the Cancel link under the Status heading. 

 


